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Basic guidance for using the online portal for the Diesel Retrofit Program 
Annual Submittals and Fleet updates 

Start at http://www.nj.gov/dep/online/  

Enter the required information 
and click ‘Log On’ 

Select ‘DEPOnline services’ 

Click ‘Diesel Retrofit Program’  

If an annual submittal has already 
been started progress will be saved in 
the “My Services in Progress” section. 
Return to this submittal by selecting 
the corresponding ID number. 
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Fill out the required contact 
information and click the 
‘next’ button.  

Click the icon under 
‘Access Fleet Owner’ 

 
Fill out the Submission/Project 
Name above and click ‘Continue’ 

Click ‘Annual Submittal Inventory / Cost Estimate’ 
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The vehicle information can be edited by 
pressing the associated edit icon. 

Fill out the required contact 
information or add information 
by using the existing contact 
pull-down menu and click the 
‘Next’ button.  

Press 'Continue' when the 
required contact information 
is filled out. 

A vehicle can be removed by pressing the 
associated remove icon. 

Click here if no changes to your fleet 
have occurred. 

Add additional vehicles or equipment here.  
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In the ‘Edit Inventory Item’ screen the 
vehicle data can be corrected as necessary.  
Once the vehicle information is corrected 
click ‘save’  

If you are required to submit 
Hardcopy attachment Select 
‘Printer Friendly Version’  

Read the information regarding 
Hard Copy Attachments and then 
click ‘Continue’ 

Press ‘Continue’ when all 
updates have been made to 
your fleet.  
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Select the blue ribbon to 
electronically certify your submittal 

Once you have selected and 
uploaded your file(s), press 
‘Continue.’ 
If you have no documents to upload 
press ‘Continue.’ 
 

If you have electronic 
attachments select ‘Browse’ and 
navigate to documents, then 
press ‘Open’ and ‘Upload’ 

Print your ‘Hardcopy 
Attachments Cover Letter’ 
popup and then Click 
‘Continue’ 
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In the ‘Change Access Type 
To:’ pull-down menu, select 
‘Responsible Official’ and 
press continue 

Under the ‘My Facilities’ 
section select the icon under 
‘Change Access’ 

 

Review the certification 
language, enter the 
Certification PIN from your 
email and press certify 

If a second blue ribbon is not 
present select ‘My WorkSpace’ 
from the upper tabs  
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Review the security warning 
check ‘I agree’ and press 
continue 

Press “Continue” 

Select the blue ribbon to 
electronically certify your 
submittal 

Under the ‘My Services – In Progress’ 
section click the blue ID number 
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Your submittal is now complete 

To finalize your submittal 
press ‘Submit’  

Press ‘Continue’ 

 

Review the certification 
language, enter the 
Certification PIN from your 
email and press certify 


